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MOV 3 1952

MEMORANDUM FOR: Deputy Director (Administration)
THROUGH : Comptroller

Grephics Serviées Throughout the Departmental Heal-
quarters of the Agency.

SUBJBCT

Memo to DD/A from DD/I, dated 20 August 1952, and
memo from DD/A, dated 23 August 1952, same subject

REFERENCE

*

1. In accordance with your instructions a survey has been made
of all graphic facilitlies and personnel throughout the headquarters
of the Agency. The workload, T/O, end utilizetion of these pers-
onnel, together with an examination of the material each orgasniz-
ation has been producing.

2. Certain selected groups, found to be performing duties which
must remain attached to their respective parent organizations, have
not been considered for consolidation or revision., These include such
graphic personnel as those responsible to the Engineering Division,
Office of Communicetions because their activity must be accomplished
in conjunction with the designers of communications and electronics
materiel, Also excluded are personnel performing graphics services
of & research and development nature done in close cooperation with
those persons developing logisticel materiel for operational use.
Additional personnel further deleted from this report are those in-

dividuals

for National Iptelligence Survey production. 1The remalling Organ-
izations within the Agency which lend themselves to coordineted effort
and consolidation number ten organizational units comprising a T/O

of 40 slots with 34 on duty.

3. The Problem.

a. Each of these ten organizations are staffed with similiar
talented personnel performing a function for the respective or-
ganization in which they are located, This arrangement pre=-
cludes the possibility of eny work being performed for other or=-
ganizational components, other then their own, on & priority
basis. In many ceses graphic organizations are not known to
one another and as & consequence those that are burdened with
an excessive workload, do not have liaison contact with other
similiar organizations to provide needed help and assistance
when required. The disadvantages of such an arrangement are
numerous: the type of work received from an individual shop
will only be to the extent of the capabilities of the personnel
assigned; small disbursed units of one or two graphic peopde
do not provide opportunity to acquire additional talents that
wuld be provided under proper professional supervision.
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b. The lack of a central Agency facility for the preparation
of graphics hampers the requestor in that he does not know to
whom to direct his request. If by happenstance he should know
of any of these grsphic locations, they mey not have sufficient
talent at their disposal or they may be so understaffed as to
make fulfillment of the request impossible, Further, the request
itself mey not be Justified in light of the time and expenditure
of materials necessary for compgetion. All of these factors
lend themselves to a potential solution of consolidation in one
central locale of persons capabile of making determination of
Justification, order of priority, and assignment of grephic fad-
lities.

L. Findings.

ae OCI-~The Office of Cument Intelligence maintains a situ-
ation room providing facilitles for briefing of qualified individuals
throughout the Agency and the Unlted States Govermnment. In addition
to this responsibility the five assigned individuals are responsible
for the graphics included in the daily and weekly publications of
OCIL, together with the preparation of certain types of presentations
used by the Director of Central Intelligence on a continuing basis,
The short-term deadlines imposed upon OCI for graphic materials
make it almost impossible to prepare sufficient materiasl for inclusion
in their publications. The Deputy Director (Intelligence) has requested
additional graphlcs within OCI publications thet exceed the time=-capa=
bilities of the personnel assigned. No facility has been established
whereby personnel having lesser workloads and doing comparsble work
throughout these various graphics components within the Agency can
esslst OCL, Much of the material currently being prepared by this
office could be done in other locations but because of the short
notice priority these conflict with their own prioirities, therefore,
little if any of OCI work is farmed out.

b OO/FDDL_f has assigned 25X1
one illustrator performing services on a continuing basis for the
tracing or otherwise reprodueing maps, charts, and graphs that

have been submitted in foreign langusge materials and are to he

included in reports prepared by the office., This type of material,
while a definlite requirement, is a typical example of graphics

whilch because of 1ts continuous technique does not give opportunity

to the individual assigned for the further display of talent. This
project requires the physical presence of one individual and at tinmes
could be augmented by additional personnel available to perform special
workloads. The rotation of gualified personnel to perform this function
from a central graphics service would then adequately meet the require=-

ments of FDD,.
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c. ORR/Cetographic Division, Graphics Branch=wThe Graphics
Branch of ORR more closely aepproximates that of & cemtral service
than any of the other facilities found within the Agency, their
workload conslsts of approximately 50% overt material and 50%
covert material. This orgenization consists of six individuals end
had been operating at almost full capacity. Difficulties within this
orgenization, as in similiar installations throughout the Agency,
arise from justification of priorities., The workload of this organ=
izational component also includes visuasl presentation for the National
Security Council, the National Security Resources Board, and special
presentations requested by the Director of Central Intelligence,
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g. Office of Training, Support Staff--The 25X1
Support Staff of this office consists of five individusls who 25X1
are dolng much the same type work as is belng performed elsewhere, but
for the utilization of the Training Office. While it is appreciated
that a close liaison must be maintained between the instructors and
the presentation personnel in order to ascertain the need for and the
effectiveness of presentation meterials accompanying instructive
courses, there seems no Jjustifiable reason why the personnel actually
accamplishing the graphics must be in close proximity to those using
the materisl. Much of the materials prepered by the Office of Training
also fall into the category of overt materisl end a portion of the
large visuals now being used by this office have been prepered by the
ORR Graphics organization.

h., Office of Comunications=~The Operations Division of this office
has currently assigned one illustrator who is performing graphics
services for the most part of an administrative nature, this too falls
in the same general field of visuel materlals as is found in other
graphic components. The reassignment of this individuel would in effect
provide a better service to this office than the retention of one person
whose talents must of course be limited to his individual capebilities,

i. Administrative Services, Printing and Reproduction Division-=-

This division has two illustrators asslgned to perform grephic respon-
sibility associated with reproduction of Agency material. Much of the
workload being pexformed in the form of original graphics could be re-
duced by the proper preparation of visuals by a graphics service prior
to submittel to Reproduction. However, only one person should be con=-
sidered for Agency consolidation as under any arrangement the require=-
ments of Printing and Reproduction will utilize the full time services
of one individusl on details more closely assoclated with reproduction
techniques than with original graphics.

je Procurement and Supply Office, Planning Staff--One statistical
draftsman is currently engaged in the preparation of charts and grephs
for inclusion in a monthly presentation to the Chief, Procurement and
Supply Office, He is also utilized for assoclated drafting duties
within the Plenning Staff. Large~-scale visuals for training, indoctrin-
ation, or for use in the development of Agency logistics are currently
prepared for this Office by the ORR, Graphics Branch.

k., A common problem of these organizations is that each is com-
peting with one another for personnel with the same general types of
cepebilities. Further, a small shop limited to one or two individuals
does not provide opportunity for the personnel assigned to enlerge
upon their capabilities or to learn new techniques witlnthe field of
graphics., Consolidation under proper adequate senior supervision would
eliminate placement competition end subsequent proselyting and provide
facilities for individual advancement together with the assignment of
individuals in accordance with Agency need.
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D« Recommendstions,

s It is recommended that these ten organizations] components
listed ebove together with the 3% persons assigned be consolidated for
administrative and supervisory control within the ORR Cartographic
Division of the Agency. The physical location of this organization
can be determined later but all personnel should be cleared for the 25X1
[ to be accomplished, Where de=-centralization of
& graphics component or individusl is required for the accomplishment
of a specific misgion they should be physically de-centralized but
remain under central administrative control, This systemrovides for:
rotation of personnel; unlimited opportunities for individuals to advance
in the field of graphics; an adequate systemn for the essignment of
priorities; and ensures full utilization of the professional talent
avallable within the Agency for the accomplishment of graphics respon-
sibilities,

6o Savings. Consolidation of graphic facilities for administretive
and supervisory control will effect the following savings:

&« PFPresent existing T/b slots not encumbered:

25X1

ORR, Cartogrsphic Division, Graphics Br.

Artist Illustretor GS=T L, 205

Office of Training, Support Staff, Grephic Aids

Visual Information Speciallst-Graphics GS=12 7,040
Exhibition Worker-Plastic GS=0 5,060

be. Proposed requests for T/O increase (or establishment#*):

OCI, Situation Room Division, Technicel Branch

Artist Illustrator GS=T L,205

Office of Training, Support Stef?, Graphic Aids

Artist Illustrator GS=T 4,205

*Procurement and Supply Office, Planning Staff

Artist Illustrator GSe11 5,940
Artist Illustretor GS=T 4,205
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¢. Cost of processing supply requisitions:

2 mo, average of requisitions X 10 graphic
locetionsgs 20 per mo.

20 X $17.00 average cost of processing
requisitions $340 per mo.

$340 X 12 = $4,080 - $408 cost for one
organization =
Per annum savings on requisitions 3,672

d. Cost of materials equipping and operating graphic
shop in Procurement & Supply Office on a per snnum

basis 2,000
Total per annum savings $53,852

3. To the sbove figure cen be added substantial savings for such
items as file equipment, safes, vaults, together with the elimination
of duplicatéve equipment normally associated with graphic shops not
used on a constant basis (such as drafting equipment, air brushes, etc.)

25X1

Chief, Organlzation & Methods Service

Concur:

00T ~ Training
0O/FDD Commo
- ORR Admin, Services

_DD7P, P&sPW Procurement & Supply Office
DDfP, F1
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